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University of Illinois 
at Urbana-Champaign 
Edmund P. Edmonds 
Law Librarian and Professor of Law 
Loyola University Law School 
7212 St. Charles Avenue 
New Orleans, LA 70118 
Dear Professor Edmonds: 
UNIVERSITY LIBRARY 
University Archives 
19 Main Library 
1408 West Gregory Drive 
Urbana 
Illinois 61801 
217 333-0798 
June 21, 1989 
I am writing to respond to your inquiry regarding retention policies for 
the Southeastern Association of Law Libraries chapter archives. 
Chapter records and publications provide an important basis for research 
on law librarianship and the AALL. The AALL Archives acquires chapter 
publications, minutes, and summary reports. Unfortunately, given the limits on 
space and the potentially large volumes of records from all chapters, we are 
not able to accept chapter records in addi tion to the summary items listed 
above. We recommend that AALL chapters make arrangements to place their 
correspondence and record items in local archival or manuscript repositories. 
I understand that you are interested in guidelines for the regular 
transfer of chapter records to local archives. To assist you in identifying 
material for retention, I have enclosed a copy of the University Archives, 
"Transfer Guidelines for Records of Educational and Professional Associations." 
With some modification, it can provide a useful format for individual chapter 
members. Other appropriate strategies are to issue an annual call for 
transfers to the archives and to incorporate a reference to archival transfer 
in committee guidelines and appointment letters. 
I would like to reiterate, however, that the AALL Archives is very 
interested in chapter publications and summary reports. In addition, we would 
like to know of the repository that you designate to hold your chapter's 
archives. Thank you for your phone call, and if I can be of further assistance 
please do not hesitate to contact me. 
~Iu~s  
William J • ..J..er 
Assistant University 
Archivist 
University of Illinois 
at Urbana-Champaign 
UNIVERSITY LIBRARY 
University Archives 
19 Main Library 
1408 West Gregory Drive 
Urbana 
Illinois 61801 
TRABSFER. GUIDELIBKS 
for 
217 333-0798 
Records of Educational and professional Associations 
Items to be transferred include: 
1) Official records: constitutions and by-laws, minutes and proceedings, 
transcripts, lists or officers and members; 
2) Office files: correspondence and memoranda (incoming and outgoing) and 
subject files concerning projects, activities and functions; 
3) Historical files documenting policies, decisions, committee and task force 
reports, questionnaires; 
4) Publications: one record copy of all programs, journals, monographs, 
newsletters, brochures, posters a nd arLnouncemeru::s 1.ssued by the association 
or its subdivisions; 
5) Audio-visuals: photographs and sound recordings; 
6) Personal papers of members which relate directly to association work; 
7) Charts and maps. 
Records which should not be transferred to the Archives include: 
1) Records of specific financial and membership transactions; 
2) Letters of transmittal where the date and routing information is on the 
document transmitted; 
3) Requests for publications or information after the requests have been 
filled; 
4) All blank forms and unused printed or duplicated materials; 
5) All duplicate material: keep only the original copy and annotated copies; 
6) Papers, reports, workpapers and drafts; which have been published; 
7) Replies to questionnaires if the results are recorded and preserved either 
in the archives or in a published report. 
Material should be transferred in the order in which the records creator maintained 
it. A letter briefly identifying the material and describing the activity to which 
it relates should accompany the shipment. 
This list is intended as a general guide. If there. are questions about records not 
listed here or questions about the retention or disposal of specific record series, 
please contact Maynard Brichford or William Maher at the address on this 
letterhead. 
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